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Microsoft Teams 


Stepping back: Move through Teams: Click and Message: Searching: Begin typing Tool tabs: Settings: Click your 
your navigation history in the then select Hide Draft a to find a message, person, Add a tab profile picture to adjust 
desktop version of Microsofts to move a team new chat. or file. Or @Mmention to your your availability, set a 
Teams. to the “Hidden someone to start a chat team’s go-to status message, Zoom, 
teams” list. right from the search bar. resources, and personalize Teams. 
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Activity feed: Click Activity 
to see recent changes. Click 
Feed to filter activity by 
Feed or My Activity. 
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Chat: Use the instant 
message feature to chat with 
colleagues one on one or in 
groups of up to 100. 


Teams and channels: 

Find your teams and their 
channels. Think of teams as 
work groups and channels as 
discussion topics or projects. 


FOR INTERNAL USE ONLY. DO NOT DISTRIBUTE. 


Calendar: Your Microsoft 
Outlooks calendar syncs to 
Teams to help you manage 
appointments and join online 
meetings in a snap. 
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GET THE DESKTOP APP 


Download the Microsoft Teams desktop app to use all of the 
online features as well as video calling. 


To download the Teams desktop app: 





1. In your web browser, navigate to 
Teams.Microsoft.com/Downloads. 

2. Select the 32-bit or 64-bit 
version. 

3. Follow the prompts to complete 
the installation. 





Get Teams on all your devices 









Desktop Mobile 






@ yimdows tpi 










ua Windows Ui 


a Mac 


TEAM UP 


Take collaboration to a new level in Microsoft Teams. Create 
a team from scratch, join one, or build one from an existing 
Microsoft Office 365.5 group. 


Create a Team 

Starting a project? Create a new team to simplify collaboration 
and make sure everyone stays in the know. 

To create a new team: 


1. On the 
navigation bar, 
select Teams. 3 

2. At the Dao 4 2 ie as 
of the teams — eee 


list, click Join j 


or create a 
team. An 
3. On the pane 


loin or create a kian) 






that opens, Bg i eee 
click Create DE N T cerem- 
team. ss 





What kind of team will this be? 


4. Choose to Build a team 


| penal a om from scratch or Create 

-N ao from an existing team 

_ et T Se or Office 365 group you 
Some quick details about your public team 


administer. 
= 5, Decide to make your 
new team Private or 


Product Development, ae © 
pans ~~ Public. 


Slater Bi 


et peugis Rms Soh forage: Gal stu) ee 


cp eae ate a NE -F 6. Name your team, add 

item re a description, and click 

BS ei e Create. 

E 7. Invite individuals, groups, 

© anin are and distribution lists 

@ AS) to the team. To invite 

Ka guests from outside your 
organization, enter their 
Change this Remove this person ~~ email addresses. Then 
from the team. click Close. 


person’s role. 


Join a Team 


Join a team by using a code. A team administrator can generate 
a code to allow others to join the team instantly. 





To join a team by using a code: 






1. Copy your code. ei 

2. On the Teams navigation bar, select 
Teams. 

3. At the bottom of the teams list, click 
Join or create a team. 

4. Under “Join a team with a code,” paste 


your code, and click Join team. 





Join a team with a code 
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Manage Your Team 
Find team members or manage settings. 


Click the More Search for The Settings Edit See the Adda 
icon and select aspecific tab is available the team’s team 
Manage team. member. only to owners. team. apps. member. 
~~ \ m s L A H 


Dut teats ~S 
n Marketing Team 










Product Development 


P Oras aa sem 





Fabrikam 
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$. Deen Mitetsen 
to 
T 

Members and guests:7) 
v0 | Proguct Deeeioginent see ame 


ay Ste Bote 
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ier Steps Sort Stes 


a 


me Tomea 


i Facility Management 





Assign owner or member permissions. 


Owners can create a team, edit the team’s name and 
description, add members, and delete the team. 


Members can add members to public teams. In private 
teams, owners must approve all new members. 


Change Team Settings 


If you’re a team administrator, you can change the team’s 
settings to fit your fancy. 


To change settings: 


1. Go to the team’s 
management page by 


New York Office = 
clicking the More icon::: 
next to the team name kahes Penans Aput. Chants... Setting 
and selecting Manage  |/ rampene 


team. Fá 


2. Select the Settings tab. 


Pi / Member permissions 
Add or change the team ~ / >f Guest permissions 


picture. j 


/ >»; @mentions 
Decide how much control to 7 


give your team members. // ~ re coda so paate cmn join e 


Select the level of access for 
guests. 


7 
Set up how emojis, GIFs, stickers, 
and memes can be used. 


Configure @mentions for 
teams and channels. 


Get a team code to invite others to join the team. 


Add Team Members 


When your project needs a wider perspective, invite more 
team members from inside and outside your organization. If 
your administrator has enabled guest access, you can include 
someone by using their email address. 


To add team members: 


Add members to Sales North America 


1. To the right of the team Scope ae ae tigers teka tem wa noc 
nN a m e, C | C k th e M ore © TAREE SS hares fos 
icone. | 


2. Click Add members. 
35. Enter the member’s contact 
name or email address. organization are labeled as guests. 


4. Click Add. Guests can participate in channels 
5. When you finish, click Close. and teams. 





Members outside your 
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HOST A LIVE EVENT 


Broadcast a live presentation to a large audience inside or 
outside your organization. Work with your IT department to 
enable live events in Teams. 


To schedule a live event in Teams: 


1. On the navigation bar, select Meetings. 

2. At the bottom of the middle pane, click Schedule a meeting. 

3. In the “New meeting” window, click the —__ 
arrow and change the meeting type to 
New live event. 

4. Customize your event and click Next. 

5. Finish configuring your event, and then 
click Schedule to finish. 







New live event ~ 


New meeting 






New live event 


To invite attendees to your live event: 


1. On the navigation bar, 
click Meetings, and 
select the live event. 

2. Click Get attendee link 
to copy the link. Paste 
to share your invitation. 







Invite attendees 


To invite attendees copy the link and share ft cr send it 





in a calendar invite, 





To begin presenting your live event: 


1. On the navigation bar, click Meetings, 
select the live event, and click Join. 

2. When you’re 
ready to start, 
click Join now. 


Start broadcasting. 
\ 


Click your photo to 
preview your video 
feed in the queue. 


Click Share to include 
content from your ———— 
computer. Click an app 
or an open file to add 

it to your queue. 


\ / Attendees can leave 
the event at any time. 





Turn off your eis notes and see settings, 
video or audio. participants, and event info. 


See whether your 
— event is live. 


/ The red outline 
indicates what your 
audience is seeing. 


~ End the event. You 
can't restart It. 





= N Stop sharing content. 
/ a 
Preview upcoming content (outlined in yellow), 
and click Send live when you’re ready to share. 


Mute all audio so 
attendee audio doesn’t 
go live. 


Note: There’s a delay of 15 to 60 seconds between when you start the 
broadcast and when your audience sees it. 


To join a live event as an attendee: 


1. Click the event link. You can view the meeting in a browser 
or in the desktop 
version of Teams. 

2. When you’re ready 
to leave, click Hang ~ 


up. 


Share content from your —_ 
computer in the meeting. Rania mates Che 


Show the conversation or ——- 
participants. 
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USE THE TEAMS MOBILE APP 


Stay in the loop with the Microsoft Teams mobile app. 
Download the app for Android or iOS. The Android version is 
shown here. 


Tap Feed to show 
all activity, team 
activity, or only 
your activity. 


Filter your activity 
feed by unread, 
mentions, replies, 
and more. 
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See activity, 
including who has 
“liked” or replied to 
your messages. 





Team Activity 
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Chat with colleagues Find vour files, ——— 
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and view conversation saved messages, 
history. 


and more. 


ee a f 
Review, join, Make a call 


View your 
PE EIRAS teams and each and schedule and see 
new project? ə team’s channels. meetings. call history. 


Tap and hold a message to “like” or react to it. 


Tap and hold the microphone icon to record an 
audio message. 





ADDITIONAL RESOURCES: Further your software skills with 
these resources from BrainStorm, Inc 





Since Windows 95, BrainStorm has been helping people do more 
with their software. BrainStorm offers personalized learning and 
solutions to increase productivity. Do what you do best—faster and 
smarter than ever before. 


BRAINSTORM QUICKHELP™ 

QuickHelp is a one-of-a-kind solution that offers 
customized content in an intelligent learning platform. 
QuickHelp provides users with a unique learning journey 
that includes: 

» Thousands of searchable and shareable videos 

» Live, productivity-focused webinar events 

» PDF guides to support diverse learning styles 
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On-site and virtual training solutions give organizations 
practical, hands-on experience. 
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WORK WITH CHANNELS 


Each new team includes a general channel by default. Add 
more channels for specific topics, projects, or interests. All 
channels are available to every member of the team. 


Create a Channe! 


Add channels to your team to create a space where you and 
your coworkers can chat about specific projects or topics. 


To create a channel: 


Create a channel for “Product Development” team 


Channel care 


1. On the navigation bar, select 
Teams. 

2. To the right of the team name, 
click the More icon::-. 

4. From the menu, select Add 
channel. | 

4. In the new window, name your’ 
channel and, if you want, add 
a description. 

5. Click Add. 








Team owners can automatically 
show this channel in everyone’s 
channel list. 


Change Channel Settings 


Share key customer emails on your channel, change notification 
settings, and more. Just right-click the channel name. 


ad) isles Orerstions 
453272 j 


ye Tia. sa mierime 
Larnican Hesellers 


Customize activity 
notifications. 


Hide a channel from your 


list. 
Fabrikam 


M400 B Send an email to the 

r re channel. Email attachments 
are saved to the team’s 
SharePoint folder. 


| hiddan channel! 


T 
n Marketing Team 


Give team members a link to 
this channel. 


Change the name and 
description of the channel. 








Delete this channel if you 


Add or configure channel connectors. have permissions. 


Add Connectors 
Connectors are broadcast-only feeds, like RSS feeds, that you 


can display on your channels. Add the ones that your team 
checks regularly, and never miss an update. 


To add a connector to a channel: 


Next to the channel name, click the More icon... 
From the menu, select Connectors. 

Find the connector, and click Configure or Add. 
Follow the prompts to add the connector. 


AWN = 


SET YOUR AVAILABILITY 


You can’t be available all the time. When 
you really need to focus, change your 
availability status to let your 
team members know you’re 
occupied. 










«' Sven fcrtensen 
» Change erctore 


NV BLSIMS 








@ Bows “stub 


To change your availability 
status: 






© Pe syht bots 







C ApoE soa 


1. Click your profile picture at 
the top of the window. 

2. From the menu, select 
your status. 

3. Choose a new availability status. 






T Terst satus 
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SEARCH 


Search globally to find teams, channels, 
people, and more. Enter a term into the 
search field at the top of the window. — 

















View results on the 
tab for Messages, 
People, or Files, 
depending on what 
you're searching for. 


“~ saie ISI? 
tA Who has time to help with a 
project proposal this 
afternoon? 
M400 Marit: Team / Gensia 


Narrow the search 
results by using a 


" What feedback do you have 
about this proposal? 


iio leany a less: filter. 


Here is the newest proposal for 
Baxter. Please review and share 
your thoughts. 

Saes Confesar: Tar 


Enter the filter 
parameters and 
click Filter. 


ORNETA: 





ADD A BOT 


Need an extra hand with that project? Bots appear in 
conversations like team members and give an automatic assist. 


To add a bot to a chat or channel: 


1. On the navigation bar, select Apps, and click Bots. 

2. Select a bot. 

5. In the bot’s window, choose where to add the bot, and 
adjust the settings to your preferences. 

4. Click Install. 


WORK WITH TABS 


In channels and chats, you can add reference tabs for content 
in Microsoft SharePointe, Power Ble, Excele, and more. Create 
conversation tabs for specific topics or for a critical website. 


Add an App Tab 
Create an app tab to provide easy access to a range of services. 


To add a tab to a channel 
or chat: 


1. Click the Add a tab icon. 
2. Select an app or service. 
4. Follow any required 
prompts, and title the tab. 
4. Click Save. The new tab 
appears in your channel or chat. 


3 
Že Spencer Low 













Note: To build your own app tab, use Microsoft PowerAppsSe. 


Add a Tab for Files 


Create a channel tab for a Microsoft Office file so you can view 
and edit it right from Teams. 





To add a file tab in Teams: 


BB Sait is Tears 






AB Ser in Excet 






1. Upload a new document to your team 
conversation. 

2. Click the More icon --- next to the file name. 

4. Select Make this a tab. 


MB Onen in Evel Orve 







4+ Downoad 













ea 


eo” aetirk 





(3 Make this c tab 





Reorder Tabs 


If you find yourself using some tabs more frequently than 
others, rearrange them in a way that’s more convenient. 


To reposition a tab, click and hold it. 









Drag the tab to the new position. 
When the rectangle appears, 
release the mouse button. 


eral 





ssa 
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mi 
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COLLABORATE ON FILES 


Upload a document to a team channel or chat, and your team 
can comment in real time or edit the file in Microsoft Word. 


Attach Files to a Channel 


Give everyone access to the latest draft of your proposal by 
uploading it to your team’s channel or chat. 


To upload a file to a channel: 


1. At the bottom of the channel, click the Attach icon @. 

2. In the menu, choose 
recent files, files that en aere. 
have been posted f i 
to Teams, files from — = . @ 
Microsoft OneDrives i 
for Business, or files 
from your computer. 

3. Select the file and 
follow the prompts 
to upload it. 









Aie Bellew 
M400 Collateral 


Attammed is what we have been sending 







offateral dock 





Note: To upload a file without posting it on the channel’s Conversations 
tab, upload it to the channel’s Files tab instead. 


Collaborate on Files in Real Time 


When you attach a file to a channel, your whole team can 
collaborate on the file simultaneously. Exchange feedback in 
real time, or open the file in its source program to edit it. 





To comment on an attached file: 





a: Sales Operations > Contoso Resellers ' 





Take. Segwi Yl 


@ & pees 00 Collater a 
ave 


~ 
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1. Click the file that you want to 
comment on. The document 
opens in the Teams window. 

2. Click the Show conversation 
button. 






beei sendhi.g to w reiiers fe NAOS conateral, 





To modify the 

aE document, click 
eer ijs the Edit arrow. 
Choose to edit 
the file online, in 
the desktop app, 
or in Teams. 







Marketing position against M400 


3. Leave your feedback in the conversation pane. When you 
finish, click Close. The feedback is saved on the channel’s 
Conversations tab. 


CHAT IT UP 


Control the conversation by learning how to access your chat 
history, save messages, and share files. Teams saves both private 
and group chats, so jogging your memory won't raise a sweat. 


View Chat History 


Microsoft Teams saves all of your conversations so you won’t 
lose track of what was said, even if you leave the conversation. 


To view chat history: 


_ 


On the navigation bar, click Chat. — 
Select the chat you want to see. N 
3. Click the Conversation tab 


to see a record of all of your 
conversations. — o 


N 





Share Your Screen in a Chat 


Show your process by sharing your screen. 
Click the Share Screen button. When 
others accept the screen share, add audio 
by clicking Let’s talk on the notification. 


www.BrainStorminc.com 











FOR INTERNAL USE ONLY. DO NOT DISTRIBUTE. 


Save and Mark Messages 


Remember an important message by saving it, or express 
approval by “liking” it. Edit or even delete your message to take 
back what you said. 


Click the More 
icon to save, edit, 


Sas oo 
le eee o o! E< or delete your 


Hover over a message to “like” or react to it. 


Tagaryzatar Asiy T 
message. 
OAS ASE 
He wam to go ser the numbers befas R 
meeting? J Edit Mark the message 
PA as unread, or give 
Saray Shak Pe AM b k 
Good idea, We need some actual figures to make s solid 24 ‘fark as unread your eyes a rea 
and open it in 


proposal for our project, When is good for you? 
Immersive Reader. 


Save this message 


m immersive Reader 


Access Saved Messages 


Find your saved messages in a snap. 








Sanjay Shah 


la 
AÈ Change prctore 
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To view saved messages: 





Cj Sat status messege 


R Syed 






1. At the top of the window, click 
your profile picture. 
2. Select Saved. 


fh Sait ngs 











Zoom 









Keybracd shortcuts 


Akm 






Note: To unsave, in your list of saved messages, click 
the bookmark icon Ñ to clear it. Or click the message’s 
More icon:::, and select Unsave this message. 






Check tor uprlates 





Dowrtead the nugiwe aon 


Manage Chat Options 


Are you done contributing to a discussion? Right-click to mute 
notifications, hide the chat from your list, or leave the chat. 


Mark a message as unread to help 
Recent Contacts f 
— you remember to come back to it. 
P Keep this chat at the top of your list. 
ee Giane Prezoott yx A 


a ssy yp . 
TE Acu hist checking in to see Ne Já Mute the chat to end notifications. 


c nanmi The chat remains on your list so you 
| & Pn fo can check in now and then. 


Hide the chat from your list. If 
you later need to reference the 
conversation history, start a new 
chat with the same person. 


A eT 
Hide 


Notify when available 


Get notifications when this contact is 


Manage apps : ‘ 
available again. 


Work with Group Chats 


Need additional insight in a group conversation? Add people to 
the chat and choose how much history they can see. 


To add people to a chat: 


1. In the upper-right corner of a chat window, click the Add 
people button eë. 

2. Inthe Add window, start typing a name and then choose 
from the results. Add more people as needed. 

3. Select an option for the group’s chat history. Click Add. 





Name this group conversation. 





Hover to see participants. 





Remove 
someone. 





woes ie — 1 = 
ay. da hasta, © David, © Diane, © Spencer `s ges 
See" SF nareepanty : eel, 
Pues F Add | 
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Leave the 
group 
conversation. 
You'll still 
have access 
to the chat 
history in the 
conversation list. 


en Mortensen adds spencei 






A Dont clude chat histe:: 
BAe cty” 
sso: 


oH igh reegt O, inrisde af mat istor: 






es Inc use bistor from the past sumber of days: T 







Allow the recipient 
to view all previous 
messages. 


Bring someone up to 
speed without sharing 
your full chat history. 


Don’t let new 
members see 
previous chats. 
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MEET IN TEAMS 


Hold meetings right in Teams. If meeting times are tricky for 
your group, use the scheduling assistant to find the best time. 
Join a meeting from Teams or even Outlook. 


schedule a Meeting 
To schedule a meeting: cnet x 


1. On the navigation bar, 
select Meetings. 

2. At the bottom of the 
middle pane, click 
Schedule a meeting. 

4. Inthe “New meeting” 
window, fill in the 
required information 
and click Schedule. 





Use the Scheduling Assistant 
To use the scheduling assistant: 


1. In the “New meeting” 
window, click the 
Scheduling assistant 
link. 

2. Select a date 
and time for your 
meeting. Any 
conflicts will appear 
on the calendar. 

3. Click Schedule. 
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a 
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Join a Meeting 


Join a meeting from a chat, a notification, your meetings area, 
or even Outlook. 


To join a meeting from the Meetings tab: 


1. On the navigation bar, click Meetings and then select the 
meeting you want to join. 
2. Click Join. Follow the prompts to join the meeting. 


Click a 
button 
on the 
navigation r Four gut 8 271 
bar to è 00 OO OE ARG PA {4 rsh 
minimize 
the meeting 
window. 

To expand 
the window 
again, just 
click it. 


SharePoint Q&A 


Thursday 3/4 


Marketing Campaigns Weexly Re... 
Sas) gra: 
Daily Touch Point Meeneg 
SAE ore SE ke 


Sharat QRA 





See who organized 
the meeting and 
view the list of 
attendees. 


Switch views Respond 

between day tothe 

and agenda. meeting 
request. 


Click a meeting to 
view details, chat with 
participants, cancel, 
or join the meeting. 


Turn Show what you mean by 
off Meeting in "MAOU sharing your screen with 
your everyone in the meeting. 
video . Click the Share icon and 
or then choose an option. To 
audio. stop sharing, on the left, 


click Stop presenting. 





\ When a teammate shares 
her screen, press Ctrl+ to 
zoom in and Ctrl- to zoom 
out. Or hold Ctrl while you 
scroll with the mouse. 


fe | 
Blur your background, access Leave 
the keypad, start recording, or the 
turn off incoming video. meeting. 
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Use Meeting Tools 


Once your meeting has started, you can add participants, start 
a meeting chat, record the meeting, and more. 


Take meeting notes, see device settings, show meeting Show 
details to get the number to join by phone, and more. 


/ meeting 
participants. 


Find 

contacts 
or diala 
number. 


Copy an 
invitation 
link. 


Send 
messages to 
attendees in 
the meeting 
chat. 





MEET NOW 


When your insta-crisis can’t wait for the next scheduled 
meeting, meet now with a single coworker or the whole team. 
Start a Meeting from a Private Chat 


Need to say it out loud? Start a video or audio call from your 
private conversation. To start a call, click the Video call or 
Audio call button. 


$ 
če Spencer Low 
elles  Cagernzatan 


Spencer Lens 7 2 
Hey Sven. call me wren you get a chance! 





Start a Meeting from a Channel! 


Below your channel’s message area, click the Meet now icon &. 
Invite participants and they’ll receive a prompt to join the 
meeting. 


When you start a meeting a 
in a channel, team 
members can see that a Spencer Low 


Genera: 


Corporate Events 
Furvaraisers i meeting is in progress and 
can join it at any time. 


wants you to jon a meeting 





Join a Meeting 
Join a meeting from an open conversation, a notification, or 
even Outlook or the Teams mobile app. 





See who’s 
already in the 
meeting and 
how long it has 
been going. 









Meeting now 






/™ Meeting started 
f 


fae Rebe 
` 






Start a new conversation. Type D to mennar someone. 






Ty Carison 


D E pP ë 






is calling you 








Start a Meet Now 
meeting. 


Join a Meet Now 
meeting. 


When you see this notification in the —-—~ 
lower-right corner of your screen, choose 
how to accept or decline the call. 


Note: To make a test call, type /testcall in the search bar and press Enter. 
After you listen to your recording, make any adjustments. 
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